SPONSOR | CONTACT

EVENT DESCRIPTION

PROMOTION

THE WALDO

Celebrating Arts & Culture « Building Community

Application for Facility Rental

Date submitted

Event Title
Applicant’s Organization

Mailing Address

Is organization 501(c)3 ? vyes no EIN number

Primary Contact Name
Email address Phone
Secondary Contact Name

Email address Phone

Event Description

Day and date Number of guests

Set up Time Guest Arrival Time

Event Start Time Event End Time

Select one (please circle) Private Event Public Event

Will you be selling tickets? yes no Will you be asking for donations? yes no

Would you like The Waldo to manage online ticketing and box office personnel for an additional fee of $350
plus $2.00 per ticket (credit card processing fee)? yes no

Media Use film/DVD microphone computer/powerpoint sound system

If your event includes public screening of a film (which you must provide), you must secure the rights for a theatrical
screening of the film from the copyright owner. This is required by federal copyright law. Certification of having secured
the rights will be required when a contract is executed for this rental.

Do you need assistance with securing rights? yes no
Film title, release year, and run time
Will you need rehearsal time in the theatre? yes no
Requested date/time for rehearsal?

If it is a public event, how will you be promoting it?

If it is a public event, do you want The Waldo Theatre to help with promotions in the form of a listing on our
website, event calendar, social media posts, or marquee for an additional fee of $50? yes no

Please Note that whether the event is public or private, under no circumstances is your event to be listed or
promoted as a presentation of The Waldo Theatre.




HOSPITALITY

INCLUDED

EXTRAS

D.E.L

May The Waldo sell concessions during the event? yes no
Will you be hiring a caterer for the event? yes no
Will you be serving alcohol during the event? yes no complimentary  cash bar

Contact info for caterer and alcoholic beverage license #

e Complimentary wine and beer may be offered to invited guests if served by a licensed server. Donation boxes, tip
jars, or selling drink tickets is not allowed unless the server is working through a licensed provider.

® A cash bar is allowed only if it is operated by a caterer or business that is licensed to sell alcohol and a copy of the
license is posted during the event.

e [falcohol is served, it must be designated for event attendees and not open to the public. The bar area must be
partitioned off from public access areas.

® No one under the age of 21 shall be served. A Certificate of Liability with the Waldo Theatre as a named insured is
also required.

Commercial and Private Organizations $900 Non-Profit Organizations $750
Private Movie Rental $350 (renter must supply movie)
Use of auditorium, backstage, green room, box office, lobby for up to 4 hours
Basic sound system, standard lighting plot, podium, microphone, and up to 6 chairs and 1 table

1 tech operator, 1 house manager (4 hours each), and basic janitorial services

Streaming fee includes tech, equipment rental, broadband at a rate of $100 per hour, 4 hour minimum
Online ticketing and box office management for $350 plus $2.00 per ticket (credit card processing fees)
Promotional Fee (website, calendar, social media) $50 Piano Tuning $175

Lighting or sound needs beyond standard at $25 per hour, 4 hour minimum.

Rehearsal time, up to 4 hours, no tech included, with house manager on staff $150

Additional Staff Time per hour: tech @ S40/hour house manager @ $20/hour

Excessive labor or custodial services required for your event may result in additional charges of $25 per hour

No early delivery, set-up or overnight storage is allowed unless extra time is paid for in advance.
The Waldo Theatre is not responsible for damage or loss of stored equipment or personal items.

Please obtain a Certificate of Additional Insured for $500,000 to $1,000,000 naming The Waldo Theatre as
the Additional Insured. This document will be required prior to execution of a rental contract.

The board, staff, and volunteers of The Waldo Theatre believe in the transformative power of the arts to
enrich lives and revitalize communities. We also recognize the true value and the critical role that diversity
serves in helping our theater and community thrive. We are committed to sustaining a diverse, inclusive,
and equitable space where everyone who enters this historic theatre — patrons, performers, staff,
volunteers, and vendors — feels valued and respected regardless of gender, age, race, ethnicity, national
origin, sexual orientation, gender identity, education, or ability. The Waldo Theatre reserves the right to
refuse rental to any party whose requested program violates these principles.




